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| Thf) Division of Epidemiology apd BlOSt 1st1cs, nder the auspic
e, D20 oF S0 8y b g
of the/\ yEY Dc;g ed—::e—l—ne of the 00 Q/ﬁtdl ine-

with the University of Maryland, acts as Coordinati Cﬂl_@r for two

s&gdiieﬁw§yypor_ted by the National Institutes-of Health. One study
in which the Division is presently engaged is concerned with vascu-
lar complications in g_:lagetes, a cooperative study of twelve clinics
in p_pelatlon.sn.n;e’.19@.u which is supported by grants from the NIAMD.
. The Division is alvso currently acting as Coordinating Center for the
cooperative study of drugs and coronary heart disease which is

supported by the National Heart Institute and which has a participa-

tion of approximately 55 clinics since its inception '/nle 65.

The Coordinating Center acts as recipient of all information
pertinent to these studies from the various clinical centers and |
from the laboratories involved. This information is edited at
specific intervals by computer and the Coordinating Center notifies ;
the various clinics of any outstanding form omissions and of data
which is considered questionable, either because it is outside the
range of normal values or because there is an unreasonable change

observed since the last examination of these patients. At intervals,
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the Coordinating Center also makes basic analyses in order to
determine specific results to accomplish the above. All data con-
cerning the patients cooperating in these studies are forwarded to
the Coordinating Center in original form and stored in the center
until needed for the analyses. Over a period of five years,
approximately two million, two hundred and fifty thousand sheets
will have been collected for analysis and due to the limited space
within the center for storage, it has become essential for us to
microfilm data collected.

Forms to be microfilmed are as follows:
1. CORONARY DRUG PROJECT

a) CDP Form 01 Title: Admission Form
Approximate Number of Pages: Nine

b) CDP Form 02 Title: Initial Visit Three Baseline Form
Approximate Number of Pages: Five

c) CDP Form 03 Title: Treatment Adjustment Form
Approximate Number of Pages: Five

d) CDP Form 04 Title: Non-Annual Follow-Up Examination Form
Approximate Number of Pages: Seven

e) CDP Form 05 Title: Annual Follovw-Up Examination Form
Approximate Number of Pages: Ten

2. UNIVERSITY GROUP DIABETES PROGRAM

\

a) UGDP Form 06 Title: Initial Examination And Trial
Observation Period
Approximate Number of Pages: Seven

b) UGDP Form 09 Title: Quarterly Follow-Up Examination
Approximate Number of Pages: Five

c) UGDP Form 12 Title: Annual Eye Examination
Approximate Number of Pages: Three

d) UGDP Form 13 Title: Annual Heart Examination
Approximate Number of Pages: Two

e) UGDP Form 14 Title: Annual Kidney Examination
Approximate Number of Pages: Two

.,
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£) UGDP Form 15.Title: Peripheral Vascular Exauination
Approximate Number of Pages: Four

RECOMMENDAT ION:

Retain Original of Forms Minimum of Six Months and Then Upon

Microfilming and Vefifying Said Microfilm, Destroy Original Copy.

Preparation of the Forms for Microfilming:

Forms will be held at least six months from the date of pro-
cessing by the Cobrdinating Centef in preparation for microfilming.
The forms in the CDP and in the UGDP that are to be microfilmed will
be computer edited a second time at least two weeks prior to any |
microfilming. All form 4uestioné'must be complete and must’paés the

edit before microfilming occurs.

The forms to be microfilmed will be prepared in the following

mannex.

I. CDP FORUMS
1. Baseline Forms (01, 02, and 03): -

a) Two preface pages precede each baseline form to be

‘ microfilmed. These preface 5heets, when filmed, can
be seen visually without using a viewer. This in-_
creases the efficiency in correcting and stuffing the
microfilm'in the jackets. Also, the preface pages
are used as an index system in the perianent storage
and filing of the microfilm using the patient identi~

fication and form number system, The pages are S%

x 11 inches and are coded by using black marking
pencil., The first page indicates the patient identi-
fication number. The second page uses the code "O"
to code a baseline examination. The form number is
indicated directly below the baseline code. Upon
completion of the preface pages, staples are removed
from the form and each pagé of the form is checked
for. the correcc patient identification number. The

form is then placed behind the preface pages.
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b) After this is accomplished, a final 8% x 11 inch
sheet coded with an '"X" is inserted to designate to
the jacket filler to cut microfilm and to start the

. filling of another jacket. Currently, Forms 0l and

02 are placed into one jacket; each form on a separ-

ate line. Form 03 is currenéiy inserted in a separ-

ate jacket., The Form 03 uses the same procedure
described above,

Follow~-Up Visit Forms (04 and 05):

a)

2'
Two prefaéé pages precede each follow-up visit form
These pages are 8% x 11 inches

The

to be microfilmed.
and are éoded by using black marking pencil.
first page indicates the patient identification
number, The second page indicates the specific
follow~-up visit number; the form nunber is indiéated
directly below the follow-up visit number. Upon
completion of the preface pages, the staple is re~
moved from the form and each page of the form will be
checked for the correct patient identification number
The form is then placed behind the preface pages.
b) After this is completed, the final 8% x 11 inch sheet
coded with an "X" is inserted to designate to the
jacket filler to cut microfilm and to start filling
another jacket. \
UGDP FORL(S

1.

11,
Baseline Forms (05, 12,

a)

13, and 14):
Two preface pages precede each baseline form to be
The

pages are 8% x 11 inches and are coded by using

microfilmed with the exception of Form 15.
black marking pencil. The first page indicates the
patient identification numbex. The second page uses
the code "0" to indicate a baseline examination; The
form number is indicated directly below the baseline
code., Upon conpletion of the preface pages, staples

are removed from the form and each page of the forxm

~

e,
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2.'

b)

UGDP Follow-Up Visit Forms (09, 12, 13, 14, and 15):
a)

}'and 14, TForm 15 will follow the same procedure as

15 will have oné preface page indicating only the

‘A final insert page marked "X" will follow the

.baseline forms with the exceptlon of Forms 14 and 15.

‘~arg two preface pages. These pages are 8% x 11 inchesg

preface sheet is inserted. This preface page

number. Upon completion of the preparation of the

is checked for the correct patient identification

nﬁmber,"This procedure is used for Forms 06, 12, 13,
above with the exception oi the preface pages; Form

baseline code with the form number indicated dlrectly

below same.

accumulated baseline forms for each patient. This
indicates to the jacket filler to cut microfilm and
to start the f£filling of another jacket. Currently,
baseline forms are being accumulated for oﬁe year

for each patient and placed into one jacket with each

form on a separate line. This occurs with all the.

These forms are put in one line of the jacket. As
stated above, Form 14 will have two prefaée sheets;
Forﬁ 15 will have one. The preface sheet will
indicate to the stuffer that the form is to continue

on the same line as the previous form.

Each follow-up visit will contain two forms. There
will always be a Form 09 followed by either a Form
12 13, 14, or 15. Precedlng the follov -up Form 09

and are coded by using black marking pencil. The
first paée indicates the patient identification
number. The second page indicates the specific
follow-up visit number; the form is indicated directly
below the follow-up visit number. Immediately
following Form 09 will be the second follow-up visit

form. However, preceding the second form, only one

indicates the specific folfow-up visit numb:r and the

form number is indicated:directly below the visit

\

-
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.second_form, the staples will be removed from both
‘forms'and each page of each form is checked for the
correct patient identification number. |

b) After this is completéd, the final 8% x 11 inch
sheet coded with an "X" is inserted to designate to
the jacket filler to cut microfilm and start filling
another jacket. Each patient follow-up visit will

"be stored in a separete.jecket. Evenfually, these
'foilbw~up~yisits may be put'tqgether in one jacket

for one patient year.

The processing procedure described for the CDP and. UGDP baseline
forms and the follow-up visit forms is also used to microfilm miSE—
ing forms due to missed patient visits. -Pages coded with an “M" are
inserted behind ehe preface shéets. "M" is the code used for missing
forms. There will be an "M" for each page m1351ng. (i.e., CDP Form

101 has nine pages, therefore, nlne "M"s would be used)

_.-All corrections on prev1ously mlcrofllmed forms are to be re-
microfilmed in the following manner: A separate file will contaln all
microfilm cérrections and will be mlcrofllmed separately from the
forms being microfilmed for the first tlme. Only the corrected pages
are to be.re»mierofilmed and then inserted into the proper jacket at
the end of the original microfilmed form. To indicate-e correction
on the microfilm, an adhesive dot will cover the original page. This.
will indicate that a correction has been made and to go ta the end

of the line to .see the corrected page. YZyF

Conditions and Specifications for Microfilming:

‘General conditions and specifications for microfilmiﬁg forms of
the CDP and the UGDP are as follows: microfilming is done on the
premi?és (Howard Hall, 660 West Redwood Street, Baltimore, Maryland

21201) with.labor, material, and equipment provided by the success-~

ful vendor in bidding. Images are inserted 'in jackets by automatic

£illing process. When chamber of jacket is not completely filled,

the images are moved to the left hand margin so they may be read in

an ofderly.fashion showing first the patient identification number

and Boord of Pubhcl
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4

and then the form identification number, The documents to be micro-
filmed are 8% x 11 inch printed sheets or xeroxed sheets on 20

weight papef. ‘Approximately 200,000 images are to be microfilmed
semi-annually. The diameter reduction to be used is 24 to 1. The
pages are to be in form number sequence by patient identifiéation

and by form. The automatic feeding process lS to be used in fllmlng'
these images. The camera to be used is solely accordlng to ‘the
vendor's recommendation as long as requirements are within the speci-
under-coating to assure oﬁfimpm quality. - All ;icrofilming is pfo—
duced in the manner prescribed by the National Bufeau of Standards
for the production of permanent microfilm copy; The vendor must have
the capacity and ability to use AHU film. The forms are filmed 6n
rolls and then pdt,in microthin jackets, three and three eighths
inches by seven andrthree eighths.inches. Jackets are manufactured
to the following specifications: .003'p01yester stable + 1 - .0002;
ribbing of paper is .0006 thick +1 - 0002; overall jacket thickness
is appr021mate1y 011 inches +.1 - .005. The jacket is the same size

as that of a.computer punched card. This size.is basically being

lused to facilitate storing the microfilm in our rotating file with

the punch cards used in data processing. Jackets will be notched
uniformly -by clinic number to give Qisual aid in files. A diazo

copy 1s made for eaéh filmed rolll.‘Designatgd targets and other
hecessary identification is used to conform with Federal and State
lavs for microFilﬁing. Upon completion of the microfilming, the -
vendor must inspect all microfilm 1mages frame by frame on a microfil
Header to guarantee complete readablllty of the microfilm reproductio
Lite box inspection only, is not permitted. In the event that any
document is not legible on the microfilm, the entire caée must be

rephotographed.

-4

fications requested.- The microfilm to be used must have antihilation '

1
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Approximate Cost Every Six Months:

\

1. Microfilming Images (200 M) $1,850.00
2. Microfilm Jackets (18 M) 1,365.30

3. Automatic filling of -
Jackets (18 M) 540.00

4., Hand processing images
to left hand margin when
images do not fill a
chamber and for notching = '
jackets - 262.50

TOTAL $4,017.80

Inspection of Microfilmed Images:

When the forms have been microfilmed on the premises by the
successful bidding vendor, they will then be stored until the micro-
filming performed has been adequately inspected by this Division.
Uan the completion of the microfilming and inspection performed by
the vendor as stated in the microfilm specifications, the criginal
microfilm and diazo copy is returned to the Coordinating Center for
our verification. Inspection of microfilming is accomplished by the
Coordinating Center in the following manner:

1. The jackets are returned in order by clinic, patient, and
form. Each jacket is checked to verify that no form has
been missed in microfilming. This is accomplished in’ the
CDP and Lhe UGDP by checking each jacket against an inven-
tory listing of the forms received by the Coordinating
Center from the various clinies. 1In checking each jacket
against the inventory, every 25th jacket is pulled and the
microfilm therein is viewed in the microfilm viewer for
clarity, accuracy and proper insertion of form images as
indicated by preface sheets.

2. Any errors found in the microfilming are then-returned to
the vendor. The appropriate forms are then re-microfilmed

in toto according to the microfilm specifications stated

RN
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ﬁreviopsly.

As of this date, we have only microfilmed one time. The

experience with regard to this microfilming shows that upon.

following the outline preparétion procedures by both our
office and the vendor, errors are small relative to the

number of pages microfilmed.

Filing of Microfilm Records:

The microfilm records for the CDP and UGDP are filed in a
permanent file according to clinic nﬁmber, byjpatient, and form.
Each patient has an index card which can be easily seen at a glance
upon looking at a number of mlcrofllmed records. These aré‘7-3/8"
x 3 1/4" acetate self indexes manufactured by Acme Visible Records,
Inc. The indexes were cut to meet the specifications of the
Coordinating Center so as to be able to view the index numbers
readily. Also, this was done so as to view the clinic nﬁmbér

* jdentification punched on the jacket. To iﬁcfeaséuthe efficienéy
in making patient identification numbers that would fit in the
acetate, it was resolved that rather than typing these numbers on
some sort of card that the computer could be utilized in reproduc-
.ing the patient idéntification numbers. The.computer gave us a
print out of all patients currently jin the étudy and further gave
us a print out of cards of anticipéted patient identification
numbars to be entered into the study. These tab cards were then
forwarded to Acme Visible and cut to fit the acetate sélf indéxes.

-

The Coordinating Center is ant1c1pat1ng approxlnately ten thousand
patients in the CDP study and the UGDP has a participation of
patients in the number of 1,027. The cost for indexing -these
patients as described above is in the amount of $654.75. If index-
ing had been directly doneé on the jacket as originally anticipated,
it would have cost approximately $2000.00, This is a savings of
‘over $1,300 by using the acetate index system.

A dupllcate of all microfilming is stored in a vault at the

Maln Offlce - Maryland National Bank, Baltimore, Maryland. This

precaution is taken in the event all records located at 660 West

and Board of Public .
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Street are destroyed in some manner, the UGDP and the CDP studies
may continue to be operational.

Upon filing the microfilm, both original and the duplicate, all
original forms photographed are to bedestroyed at the earliest

convenient time.
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